VIRGIN ISLANDS NATIONAL GUARD
JOINT FORCE HEADQUARTERS

4031 LA GRANDE PRINCESSE, LOT 1B
* CHRISTIANSTED, ST. CROIX, USVI 00820-4353
Announcement #18-10

LEGAL ASSISTANT (OA)

Opening Date: 6 April 2010 21 April 2010
Position: Legal Assistant (OA)
Series/Grade GS-0986-07
Salary Range: GS-07-$35,583.00-$46,261.00
Plus 20.94% COLA
Plus 4.72% Locality
Military Requirements: ENL: E4-E6
MOS: 27D
Position Description# 70474000
Location: Joint Force Headquarters
St. Croix, Vi
Type of Appointment: EXCEPTED

Selecting Official: MAJ Geraldine P. Vaval, JA
Area of Consideration:

All technicians in the Virgin Islands National Guard. All members of the Virgin Islands National
Guard and other individuals who are eligible for membership in the Virgin Islands National Guard.
NOTE: Virgin Islands Air National Guard personnel must be eligible to acquire membership
in the Army National Guard in an available and compatible military grade for the excepted
technician position.
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BRIEF DESCRIPTION OF DUTIES
This position is located in the Office of the Staff Judge Advocate (SJA), of the Joint Force
Headquarters V1. This office provides legal assistance/advice to The Adjutant General and
to Army and Air National Guard personnel. The primary purpose of this position is to serve
as an assistant, under the supervision of the Staff Judge Advocate, in the administration
and coordination of legal activities for the state. Provides technical and procedural
guidance and support to unit commanders and legal personnel as required in the
accomplishment of a variety of administrative and clerical duties necessary for effective
and efficient operation of the program. Provides technical and procedural guidance and
legal assistance to National Guard members based on an extensive knowledge of rules
-and procedures. Assists with the preparation of wills, powers of attorney, claims, and
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BRIEF DESCRIPTION OF WORK

Describe in detail your work experiences (paid or unpaid), training, education, and /or other
information that relates to the specialized experience stated on the vacancy announcement.
Use complete dates to indicate each amount of experience you have. Include pertinent
military experiences and describe duties in detail. You may use continuation pages to
include all related experience. Ensure that both military and civilian experiences are fully
described, to include time frame, for which you are applying. If you describe more than one
type of work, write the approximate time period in each. Please enter the month, and year
for each period. Omission of these requirements can result in disqualification of your application.
List your military grade, unit of assignment, and MOS. List your National Guard (weekend duties)
separately from your other job experiences. List your position, military Supervisor, phone numbers,
dates you have held each position and detailed duty description. If you have completed any
college courses, include copies of your college transcript with the application.

TO APPLY: Deliver Optional Form 612, or Resume to Joint Forces Headquarters, ATTN:
(SSG WILLIAMS) HRO 4031 La Grande Princesse, Lot 1B, Christiansted, VI 00820-4353.
Applications must include all necessary information required on the vacancy
announcement. MOS/SSI and rank must be indicated on application. Verification on non-
flagging action MUST be included. Applications post marked or hand delivered to the HRO
after the closing date will not be considered. Business hours are 0800-1700, Monday thru
Friday. All applications will be retained for our records.

CONDITION OF EMPLOYMENT AND MILITARY REQUIREMENTS

1. Wearing of military uniform is a requirement. Acceptance of this position constitutes
concurrence with this requirement and is a condition of continuation of employment.

2. As a condition of employment, selectee must be able to acquire security clearance, as
required.

3. Failure to complete NGB prescribed courses at the National Guard Professional Education
Center (PEC) within the first year of employment may be cause for reassignment to another
full-time position or termination from full-time employment unless there are extenuating
circumstances that preclude the full-time member from course attendance.

4. Selectee must enroll in electronic fund transfer (EFT) upon appointment.

5. If applicant’s record is flagged, individual will be barred from favorable personnel action.
Verification of non-flagging action must be included with package.

6. This position requires a compatible military assignment as follows

ENL: E4-E6, MOS: 27D
7 Permanent Change of Station (PCS) is not authorized for this position.

FOR THE ADJUTANT GENERAL:

Hurpan Resources Officer



"WIO0J UOTIBDIJLIA IDIAIIG JA1D]9S

“nun
woiy uonoe 3uigZe[j-uou Jo UOHEBILJIIOA

('paisonbar ssa[um SHUSWINOOP PUAS JOU OP INq SIIBP IALD))
"spIeme doueunioprad pue ‘Suryeads orqnd
‘sanianoe dIysiapes] ‘So11aI00s I0Uoy

Jo euorssayoxd ur sdiysroqurow ‘suory
-eorqnd ‘sjdurexs 105 ‘syuourysijduroooe
[eroads ‘spIeme ‘siouoy paje[aI qof

(Auo Jus1mo)
"SOSUDI| pue S3JLIJIMIAD paje[at qOf

“paads Furd4 ‘Arsuryoew ‘sjooy
aremprey aremiyos rondwod ‘sofendue]
Ioyio ‘opdurexa 10J ‘s|[s PAIe[aT GO

"(xeak pue opn) §35IN0D SurureI} PIB[aI O

SNOILVIOTIATITIVA) YAHLO

"Jos1Azadns
JUSLIND INOA J0BIUOD ABW M JI 9)BOIpU]

Arereg

Yoom 1ad smoy

(reaf pue yuow) so1ep SUIpUS pue Junielg
Isqunu suoyd pue sweu sJosiAzedng
SSaIppe pue swreu s Jokordwrg
sjuowysijdwoooe pue sann(g

(qof 1erspag 31 spesd pue sauas 3pnjoul) 9311 qOf

(STONASap qoT PIss 10U Q)
:8uifdde are noA yorym 103 qof ayy 03

pajeja aoualadxa yiom pred-uou pue pred
InoA 103 uoTjRWLIOJUI SUIMO[[O] Y]} SAID

HONATIALIXH STI0M

‘1 sysenbar Jjuswaounouue Koueoea qof oy
J1 Aquo duosuen 239100 1ok Jo Adoos e puag

‘smoy Japrenb 1O JojsowIos Rylaym
9)BOIPUT PUR SIIPAIO [BI0) MOYS ‘32139p ou JT)
PAAI0aI $32139p Aue Jo Jeak pue odAJ,
siofey
(umowy 31 3po) dI7) 93e)S pue ‘A0 ‘QWeN
:sanIsIaAIUN pue sagao[o)
ado 1o eutofdip Jo ajeq
(umow| J1apo) d17) A)JBIS PUE ‘AIID ‘QWIBN
:Jooyos Y31

NOILLVONaH

(PIay s33ep pue ‘sauos
‘qof aa13 os1v) p[aY 9peIS URIIALD [RISPI ISOYSIH

('sn3es [RUONIPUOD-139TED JO J3Ied Mok Jo jooxd
06 oIS payoene ‘parsanbar g1) AJI[IQITI[S JUSWIIBISUINY

(-dwysuazno sarerg panuf)
paxtnba sqof esopa 3s0W) dIYSUIZIND JO ANUN0)D)

Ioquinp K1no9g [e100S

(opoo eare i) s1oquunu auoyd Sutuaas pue Aep
pue (s3poD d1Z Wim) sSaIppe Sul[lew ‘oured [[n

NOILVINYOANI TVYNOSYAd

‘uifdde
a1e nok Yyorym 1oy qof oy Jo (s)apeid
pue o))} pUL ‘IDqUINU JUSWDUNOUUY

NOILLVINIOANI 40

(yuswadunouue Koueoea qol ay) ur pajsanbar uoryewroyur d1j1oads 0) uonippe ur)

UIBJUuo0d JSNul uonedI[dde Jo omnsod IN0A JBYM S99



